
Adding a local rule to Outlook to block all e-mail from an address 
 
From the Outlook menu, select "Tools" -> "Rules and Alerts." 
(unless you've done this before, your "Rule" field will be blank) 
 

 
 



Click on "New Rule". 
 

 
 
Select "Move messages from someone to a folder" and click Next. 
 



In Step 1, unselect "from people or distribution list," scroll down and select 
"with specific words in the sender's address." 
 

 



 
 



In Step 2, click on "specific words."  Type the address into the empty field and click "Add," then 
"OK." 
 

 

 



 
When you see the desired address in the rule description, click "Next." 
 



In Step 1, unselect "move it to the specified folder," scroll down and select 
"delete it." 
 

 



 
 
When you see "delete it" in the rule description, click "Next." 
 



 
 
For no exceptions, click "Next." 
 



 
 
Give your rule a name (you can accept the default) and click "Finish." 
 



 
 
You'll now see your rule in the list. 
You can change it (e.g., add more addresses to block) by clicking on "Change Rule." 
When finished, click "OK" to dismiss the dialog. 
 
 
 


